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Guide  to  Library  Grant  Application 
and  Annual  Report  Forms 


WHAT  DO  WE  HAVE  HERE? 

Each  year,  municipal  libraries  receive  a  package  of  forms  from  the 
Library  Services  Branch  of  Alberta  Culture  and  Multiculturalism.  This 
package  contains: 

Three  copies  of  Application  for  Financial  Assistance  for  Municipal 
Libraries  (green  sheets). 

One  set  of  Statement  of  Receipts  and  Disbursements  (audit)  forms 
(two  copies  of  each  page). 

One  set  of  Budget  forms  (two  copies  of  each  page) 

One  set  of  Annual  Report  of  Public  Libraries  in  Alberta  forms  (three 
copies  of  each  form) 

These  forms  must  be  filled  in  correctly  and  returned  to  Alberta  Culture 
and  Multiculturalism,  Library  Services  (ACMLS)  in  order  for  libraries  to 
receive  their  annual  operating  grants.  Every  year  this  package  is  sent 
by  certified  mail  to  the  chairpersons  of  municipal  library  boards 
serving  populations  of  under  10,000  people. 

The  completed  forms  are  used  for  several  purposes.  Information  from  the 
Statement  of  Receipts  and  Disbursements  and  Budget  forms  is  reviewed 
to  ensure  that  the  board  qualifies  for  its  annual  grant.  The  Library 
Services  Branch  also  uses  the  financial  data,  and  information  from  the 
Annual  Report  of  Public  Libraries,  to  compile  the  annual  Public 
Library  Statistics  which  are  circulated  to  all  public  libraries  in  the 
province  and  Statistics  Canada.  This  document  enables  public  libraries 
to  evaluate  their  progress  from  year  to  year  and  compare  themselves  to 
other  similar  libraries. 


DEADLINES 

As  of  1989,  the  following  deadlines  are  in  place: 

March  15  -  deadline  for  receipt  of  grant  applications  to  qualify  for  the 
Early  Bird  Program.  Through  this  program  libraries  submitting  their 
Annual  Report .  three  copies  of  the  Application  for  Financial 
Assistance  for  Municipal  Libraries  and  one  copy  each  of  their  audited 
Statement  of  Receipts  and  Disbursements  and  their  Budget  will 
receive  their  total  operating  grant  in  one  cheque  as  soon  as  possible 
after  the  new  government  fiscal  year  begins  April  1. 

June  15  -  deadline  for  submission  of  all  parts  of  the  grant  application 
package.  Libraries  submitting  applications  after  the  March  15  Early 
Bird  Program  deadline  will  receive  their  grant  once  the  application  can 
be  processed. 
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WHO  FILLS  OUT  WHAT? 

The  Library  Board  is  responsible  for  ensuring  that  all  the  required 
documentation  is  completed.  The  librarian  plays  a  major  role  in 
providing  information  and  should  be  involved  in  the  completion  of  all 
documents . 

The  one  page  Application  for  Financial  Assistance  for  Municipal 
Libraries  should  be  filled  out  and  signed  by  the  Library  Board 
Treasurer,  or  other  authorized  board  or  staff  member  and  this  signature 
must  be  witnessed  by  a  Commissioner  for  Oaths  in  and  for  the  Province  of 
Alberta. 

The  Statement  of  Receipts  and  Disbursements  should  be  filled  out  by  an 
auditor  approved  by  the  municipal  council  for  the  Library  and  must  be 
signed  by  him  or  her.  The  last  page  must  also  be  signed  by  the 
Municipal  Administrator  if  the  municipality  expends  money  directly  on 
behalf  of  the  library  board.  ACMLS  requires  that  this  fom  be  used  for 
the  audited  statement  and  prepared  by  an  auditor  approved  by  the 
municipal  council.  If  the  auditor  prepares  a  separate  statement,  this 
form  must  still  be  completed  by  either  the  auditor  or  the  Board 
Treasurer. 

The  Budget  form  should  be  filled  out  by  the  Board  Treasurer  after  the 
budget  has  been  approved  by  the  board.  The  back  page  must  be  signed  by 
the  Municipal  Administrator  if  the  municipality  is  expending  money  on 
behalf  of  the  library. 

The  Annual  Report  of  Public  Libraries  in  Alberta  should  be  filled  out 
and  signed  by  the  librarian. 


WHAT  ELSE  DO  WE  HAVE  TO  SEND? 

If  your  library  has  prepared  a  separate  annual  report  either  for  the 
Board  or  for  the  public,  a  copy  should  be  submitted  with  the  Annual 
Report  of  Public  Libraries  in  Alberta. 

Additional  information  of  this  nature  alerts  the  Branch  to  developments, 
activities  and  trends  which  are  emerging  in  public  libraries  and 
provides  useful  background  to  the  statistics. 
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GETTING  READY 

You  can  prepare  for  filling  out  the  report  forms  by  keeping  accurate 
records  of  library  activities  and  finances  throughout  the  year.  If  you 
find  that  you  do  not  have  the  statistics  you  need  to  fill  out  the 
current  Annual  Report ,  try  to  ensure  that  you  keep  such  statistics  for 
the  next  year. 

The  statistics  you  will  need  include: 

-  library  programs  offered,  by  type,  and  attendance 

-  circulation  of  materials,  by  type 

-  number  of  reference  questions  asked  and  answered  plus  interlibrary 
loan  transactions 

-  membership,     i.e.  adult,  child,  family  for  residents  and  non-residents 

-  collection  information  such  as  items  added  and  deleted 

-  an  overall  breakdown  of  holdings  by  type  of  material,  e.g.  adult 
catalogued  fiction  books,  children's  catalogued  fiction  books, 
uncatalogued  paperbacks,  audio  cassettes,  periodicals,  talking  books, 
and  books  in  languages  other  than  English. 

To  assist  your  auditor,  ensure  that  your  bookkeeping  records  are  up  to 
date.    He  or  she  will  need: 

-  receipt  books 

-  bank  statements 

-  term  deposit  receipts 

-  cheque  stubs 

-  fine  record  sheets  (if  these  are  maintained) 

-  personnel  records 

-  a  copy  of  the  previous  year's  audit 

-  a  copy  of  Library  Board  minutes  for  the  year,  to  confirm  motions 
regarding  financial  matters. 

Your  budget  for  the  coming  year  should  have  been  prepared  prior  to 
submitting  your  funding  request  to  your  municipality.  If  approval  of 
the  request  has  not  yet  been  received,  the  Budget  form  can  be  filed  as 
a  proposed  budget.  The  categories  on  the  Budget  form  are  major  areas 
of  ejcpenditure,  and  the  easiest  approach  is  to  use  the  form  when 
initially  drawing  up  your  budget  in  the  fall,  rather  than  trying  to 
juggle  your  categories  to  fit  those  on  the  form,  after  the  budget  has 
been  set.  This  will  make  the  next  year's  application  process  easier, 
and  will  also  assist  your  auditor  in  filling  out  the  Statement  of 
Receipts  and  Disbursements. 
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FILLING  OUT  THE  APPLICATION  FOR  FINANCIAL  ASSISTANCE  FOR 
MUNICIPAL  LIBRARIES 

The  green  Application  for  Financial  Assistance  for  Municipal  Libraries 

form  is  the  simplest  part  of  the  application  process.  The  librarian  or 
Board  Treasurer  should  locate  a  Commissioner  for  Oaths  in  and  for  the 
Province  of  Alberta,  who  must  co-sign  the  forms.  The  easiest 
Commissioner  of  Oaths  to  locate  may  be  an  ex-officio  commissioner,  who 
can  be  any  of  the  following:  a  barrister  or  solicitor  practicing  law  in 
Alberta,  a  law  student  in  Alberta,  a  member  of  a  Municipal  Council 
municipal  administrator,  a  school  trustee  or  a  justice  of  the  peace. 

Either  the  librarian  or  treasurer  (or  designate)  will  be  required  to 
fill  in  his  or  her  name  and  the  name  of  the  library  on  all  three  copies 
of  the  form.  The  Commissioner  then  signs  and  dates  each  copy  of  the 
form.     There  should  be  no  fee  charged  for  this  service. 

Keep  one  copy  on  file  at  the  library,  send  one  to  ACMLS  and  one  to  your 
library  system  if  your  library  is  a  member. 


-  5  - 


FILLING  OUT  THE  ANNUAL  REPORT 

Filling  out  the  Annual  Report  of  Public  Libraries  in  Alberta  is 
straightforward  if  taken  one  step  at  a  time.  Some  of  the  information 
requested  will  not  have  changed  for  your  library,  and  you  can  refer  to 
your  previous  year's  report  for  assistance. 

The  forms  for  the  Annual  Report  of  Public  Libraries  in  Alberta  are 
printed  on  carbonless  paper  and  do  not  require  carbon  paper.  Tear  the 
forms  out  at  the  bottom  of  the  page,  and  leave  the  stubs  at  the  top  in 
place  until  you  are  finished  completing  them.  Please  type  or  print 
firmly  and  legibly.  When  finished,  remove  the  top  stub  and  send  the 
white  copy  to  ACMLS,  the  yellow  copy  to  your  regional  system 
headquarters,  if  applicable,  and  retain  the  pink  copy  for  your  records. 

Page  1  ANNUAL  REPORT  OF  PUBLIC  LIBRARIES  IN  ALBERTA 

First  fill  out  the  year  for  which  you  are  reporting  at  the  top  of  the 
page.     (This  is  the  calendar  year  most  recently  completed.) 

Now  give:     the  name  of  the  library 

the  name  of  the  librarian  or  person  responsible  for  the 

operation  of  the  library 
the  mailing  address  of  the  library 
the  street  address  of  the  library 

the  telephone  number  of  the  library  and  of  the  librarian  or 
person  responsible  for  the  operation  of  the  library 

If  your  library  has  a  FAX  number,  write  it  in  under  the  telephone  number 
of  the  librarian. 

Indicate  whether  your  library  is  a  member  of  a  regional  library  system, 
and  if  yes,  specify  to  which  system  you  belong. 

A.     GENERAL  INFORMATION 

1.    Seating  Capacity 

line  01  a.  Total  number  of  seats  -  This  refers  to  public 
seating.  Count  the  number  of  seats  available  at 
study  tables  and  in  browsing  areas. 

line  02  b.  Total  square  meters  of  library  -  This  figure  should 
include  staff  and  work  areas  as  well  as  public 
areas.  To  convert  square  feet  into  square  meters, 
divide  by  10.764.  (1  square  meter  =  10.764  square 
feet) 

Page  2    ANNUAL  REPORT  -   Fill   in  reporting  year   (the  previous  year)  at 
top  right  of  page. 


2. 


Is  your  library  located  in  a  school? 
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If  yes:  a.  Give    the   times    of    opening   during    September  through 
June  adding  a  line  for  Sunday  if  needed. 

line  03  WEEKLY    TOTAL    HOURS    -    Add    the    hours    listed    above  to 
indicate  the  total  number  of  hours   the  library  is  open 
to  the  public, 
line  04  b.  Give  the  number  of  grades  in  the  school 
line  05  c«  Give    the   total   number   of    students    enrolled    in  the 
school  for  the  year  being  reported  on. 

Proceed  to  //3. 

If  no:     a.  Give   the   times    of    opening   during    September  through 
June  adding  a  line  for  Sunday  if  needed. 

line  06  WEEKLY  TOTAL  HOURS  -  Add  the  hours  listed  above. 

line  07  b.  Give   the   total   numbers    of   visits   to   school  classes 

made  on  behalf  of  the  public  library  by  library  staff 

or  volunteers. 

e.g.   If  on  one  trip  to  a  school,   the  librarian  spoke  to 
four  classes,  this  counts  as  four  visits, 
line  08  c.  Give  the  total  number  of  school  classes  visiting  the 

library  during  the  year, 
line  09  d.  Give  the  total  number  of  students  involved  in  the 
visits  listed  in  b  and  c.  This  is  best  done  by 
keeping  a  running  tally  throughout  the  year.  If  a 
tally  was  not  kept,  estimate  by  using  an  average 
class  size. 

3.  If  your  library  changes  its  hours  of  opening  for  the  summer, 
list  the  modified  hours  here.     If  not,  check  Same  as  above. 

PaRe  3    ANNUAL  REPORT  -  Fill  in  reporting  year  at  top  right  of  page. 

B.     LIBRARY  MANAGEMENT 

1.  List  names  of  current  Board  members  as  of  the  time  of  filling 
out  the  report .  (Disregard  the  January  1st  date  printed  on 
the  form. ) 

lines  10  to  12    Give    the    names    of    the   Library   Board  members. 

Addresses  and  telephone  numbers  of  all  members 
are  required,  as  is  the  year  of  expiry  of  each 
member's  term.  Use  the  last  two  lines  to  list 
the  names  of  any  board  members  who  are  on  your 
municipal  council. 

2.  Does  your  library  board  have  regular  board  meetings?    If  yes: 

line  13  Give    specific    times    of   meetings   e.g.    3rd  Wednesday  of 
each  month  at  7  p.m  except  July. 
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3.  Enter  the  names  of  any  service  clubs,  sports  groups  or  other 
organizations  providing  financial  donations  during  the  reporting 
year. 

Page  4    ANNUAL  REPORT  -  Fill  in  reporting  year  at  top  right  of  page. 


C .  PERSONNEL 


1.    Enter  the  name  of  the  assistant  librarian  if  applicable. 


2.  List  the  number  of  hours  worked  per  week  by  each  of  the  paid 
library  staff.  If  staff  hours  vary  from  week  to  week,  give  the 
average  number  of  hours  e.g.  if  Mary  works  three  hours  one  week 
and  five  the  next,  she  works  an  average  of  four  hours  per  week. 

line  14  Give    the    average    number    of    paid    hours    worked    in  a 

typical  week  by  the  Chief  Librarian 
line  15  Give    the    average    number    of    paid    hours    worked    in  a 

typical  week  by  the  Assistant  Librarian,  if  applicable, 
lines  16  to  18    Give    the   average  number   of   hours   worked   in  a 
typical      week      by      library      support  staff, 
specifying  each  person's  position, 
lines  19  to  21    Give    the   average   number   of   hours   worked    in  a 
typical   week  by  other  paid  staff,   e.g.  janitor 
or  maintenance  person,  delivery  person, 
line  22  Add   the  hours   given   in   lines   14   to   21  above  for  the 

total  hours  worked  by  paid  staff, 
line  23  Give    the   average   volunteer  hours   worked    in   a  typical 
week     (includes    hours    regularly    volunteered    by  paid 
staff). 


3.    Salaries  of  library  staff 


lines  24  to  37  Indicate  the  salary  paid  per  position,  by  the 
year,  month  or  hour.  Check  the  time  period  used 
for  each  position.  Ann.  is  annually.  Mo.  is 
monthly.  Ho.  is  hourly.  List  all  honoraria  paid 
to  volunteers  and  their  positions.  Attach  an 
extra  page  if  needed. 


Ann.  Mo.  Ho. 

example:      Chief  Librarian  $12,000       x  line  24 

Circulation  Clerk       $    8.00  x         line  26 

Janitor  $120.00  x 

Story  Hour  Helper       $  25.00  x  line  32 
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D.     LIBEIARY  MEMBERSHIP 


lines  38  to  40  List  the  number  of  library  members  at  year  end,  by 
category,  i.e,  adult,  juvenile,  family  and  indicate 
how  many  are  residents  of  the  municipality  or  belong 
to  the  same  regional  library  system  and  how  many  are 
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non-residents.  If  your  library  uses  family 
memberships,  give  the  number  of  family  memberships 
sold  regardless  of  the  number  of  cards  issued,  e.g. 
the  five  members  of  the  Smith  family  count  as  one 
family  membership.  These  should  not  include  members 
already  listed  above  on  lines  38  and  39,  i.e.  you  can 
break  down  family  memberships  into  adults  and 
children  and  record  on  lines  38  and  39,  or  treat  them 
as  one  family  membership,  but  not  as  all  three 
categories . 

lines  41  to  A3  Give  the  annual  fee  charged,  by  category,  i.e., 
adult,  juvenile,  family,  for  residents  of  the 
municipality  or  of  areas  belonging  to  the  same 
regional  library  system,  and  for  non-residents. 

If  your  library  issues  separate  seniors*  or  other  types  of  cards, 
write  in  the  numbers  and  fee  charged  at  the  bottom  of  the  membership 
section. 

E.     SERVICE  DATA 

1.  Programs  sponsored  by  the  library 

lines  44  to  51  For  each  library  program  held  during  the 
reporting  year,  give  the  number  of  times  the 
program  ran,  and  the  total  attendance  for  the 
program.  If  exact  attendance  figures  were  not 
^ept,  give  an  estimated  figure.  For  example  if 
Story  Hour  ran  every  week  with  8-12  children  in 
attendance,  a  fair  estimate  would  be  520 
attendees  (52  weeks  X  10  children).  Another 
example  is  a  summer  reading  program.  If  you  have 
such  a  program  and  50  children  register  it  is  one 
program  X  50  =  50  attendees.  If  you  have  a 
special  performance  as  part  of  the  program  and 
100  children  attend  that  is  counted  as  a  separate 
program. 

lines  52  to  54  Specify  the  other  programs  offered,  such  as 
children's  theatre,  poetry  reading,  juggling 
program  and  give  the  attendance  at  each.  Add  an 
additional  page  if  required. 

2.  Total    number    of    visits    by    library    staff    or    volunteers  to 
institutions  or  shut-ins  this  year. 

lines  55  to  60  Include  here  any  visits  to  institutions  or 
shut-ins  on  behalf  of  the  library,  whether  made 
by  staff  or  volunteers.  Other  institutions  could 
include  preschools  or  after  school  programs.  Do 
not  include  visits  to  schools. 

3.  Bulk   loan:     number  of   items   loaned  to  other  institutions  as  of 
December  31  of  the  reporting  year. 
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Give  the  numbers  of  bulk  loan  materials  sent  to  hospitals, 
daycares.  Senior  Citizens*  Homes  or  other  institutions,  divided 
into  categories: 

line  61  Adult  print  materials. 

line  62  Children*  s  print  materials  -  include  all  materials  up  to 
young  adult  reading  level.  Young  adult  materials  is 
usually  defined  as  above  a  grade  6  reading  level. 

line  63  Non-print  materials,  except  talking  books  from  Alberta 
Culture  and  Multiculturalism  Library  Services,  which 
will  be  reported  elsewhere. 

line  64  Other  types  of  materials.  Specify  the  type,  such  as 
periodicals,  kits,  toys  or  other  items  not  covered  in 
lines  61-63. 

Page  6    ANNUAL  REPORT  -  Fill  in  reporting  year  at  top  right  of  page. 

4 .  Resource  Sharing 

Give  statistics  for  interlibrary  loans,  including  photocopies 
which  did  not  have  to  be  returned. 

line  65  (for  libraries  in  regional  systems  only)  Give  the  number 

of  items  sent  to  other  libraries  in  your  system, 
line  66  Give  the  total  number  of  items  loaned  to  other  libraries 

during  the  year.     (All  libraries  report  here.) 
line  6  7  (For  libraries  in  regional  systems  only)  Give  the  number 

of    items    borrowed    from    other    libraries    within  your 

system. 

line  68  Give  the  total  amount  of  items  borrowed  from  other 
libraries  during  the  year.     (All  libraries  report  here.) 

line  69  Give  the  total  number  of  reference  questions*  asked 
during  the  year. 

line  70  From  the  total  reported   in   line  69   give  the  number  of 

reference  questions*  forwarded  on  the  Zenith  line, 
line  71  From  the  total  reported   in   line  69   give  the  number  of 

reference  questions*  which  your  library  was  not  able  to 

answer  from  its  own  resources, 
line  72  From  the  total  reported   in   line   70  give  the  number  of 

reference     questions*     not     answered     by     your  Zenith 

resource  library. 

*  Reference  questions  include:  specific  requests  for  materials 
or  information,  by  subject,  author  or  title.  They  do  not 
include:  queries  regarding  hours  of  opening,  location  of 
washrooms,  directional  questions  such  as,  "Where  are  the 
children* s  books?". 

5.  Circulation  for  this  calendar  year  (excluding  bulk  loans) 

line  73  Give  the  total  number  of  adult  materials  circulated 
during  the  year. 

line  74  Give  the  total  number  of  juvenile  and  preschool 
materials  circulated  during  the  year. 
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line  75  Give  the  total  number  of  non-print  items  loaned.  Do  not 
include  Talking  Books  from  Alberta  Culture  and 
Multiculturalism  Library  Services  (ACMLS) , 

line  76  Give  the  number  of  ACMLS  talking  books  loaned.  For 
regional  system  libraries  -  give  the  number  of  ACMLS 
talking  books  provided  through  your  system  that  were 
loaned . 

line  77  Give  the  total  number  of  periodicals  loaned. 
Page  7    ANNUAL  REPORT  -  Fill  in  reporting  year  at  top  right  of  page 
LIBRARY  MATERIALS 

This  section  asks  for  statistics  regarding  the  size  of  your 
collection.  The  numbers  should  include  all  the  books  owned  by  your 
library  plus  the  ones  owned  or  purchased  by  the  regional  system  to 
which  you  belong  and  which  are  in  your  library  on  a  permanent 
basis.    Gifts  are  reported  under  "number  donated". 

School-housed  public  libraries  should  report  only  public  library 
materials,  that  is,  materials  bought  with  public  library  money.  If 
separate  statistics  have  not  been  kept,  note  on  the  form  that 
figures  reflect  both  collections  and  keep  separate  statistics  in 
future  if  possible. 

It  is  probably  easiest  to  use  the  previous  year's  Annual  Report 
for  previous  year  end  figures.  If  you  do  not  have  a  breakdown  of 
figures  for  library  holdings,  estimate  as  well  as  you  can,  and  try 
to  keep  accurate  statistics  for  next  year. 

For  each  of  the  categories  under  Fiction  books,  Non  Fiction  books 
and  Other  books,  give: 

column  1  the  number  of  volumes  held  at  the  end  of  the  previous  year, 
column  2  the  number  of  volumes  purchased  during  the  reporting  year, 
column  3  the  number  of  volumes  donated  during  the  reporting  year, 
column  4  the     number     of     volumes     lost     or    discarded     during  the 
reporting  year, 

column  5  the  net  number  of  volumes  at  the  end  of  the  reporting  year, 
column  6  the  loan  period  in  days,  e.g.  14  days,  21  days  etc. 

1.     B'iction  books 

Give  the  number  of  books  of  fiction  found  in  your  library,  not 
including  large  print  books,  talking 'books  or  books  in  languages 
other  than  English.     These  are  included  in  sections  3  and  A. 

The  categories  are: 

line  78  Adult    (include    young    adult    materials)    -    catalogued  - 

include  catalogued  paperbacks 
line  79  Adult  (include  young  adult  materials)  -  not  catalogued  - 
include   paperbacks    and    any   fiction   books    available  to 
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the public  that  are  not  catalogued.  DO  NOT  include 
backlog  of  material  waiting  to  be  catalogued, 
line  80  Juvenile  -  catalogued  -  include  catalogued  paperbacks 
and  any  materials  designated  as  children's  materials  and 
counted  as  such.  Include  preschool  materials  if  you  do 
not  catalogue  them  separately  from  the  children's 
collection. 

line  81  Juvenile  -  not  catalogued  -  include  paperbacks  and  any 
books  that  are  not  catalogued  and  are  designated  as 
children's  materials  and  counted  as  such.  DO  NOT 
include  backlog  of  material  waiting  to  be  catalogued. 
Again  include  preschool  materials  if  you  do  not 
catalogue  them  separately  from  the  children's  collection. 

line  82  Preschool  -  include  catalogued  and  uncatalogued  board 
books,  picturebooks ,  and  beginning  readers  if  you 
catalogue  these  items  separately  from  the  juvenile 
books.  If  you  catalogue  them  with  the  juvenile  books, 
indicate  that  preschool  books  are  included  in  the 
juvenile  count  above. 

2.    Non  Fiction  books 

Give  the  number  of  books  of  non-fiction  found  in  your  library, 
not  including  large  print  books,  talking  books  or  books  in 
languages  other  than  English  as  they  are  included  in  section  3 
and  A . 

The  categories  are: 

line  83  Adult  (include  young  adult  materials)  -  catalogued  - 
include  reference  books  and  catalogued  paperbacks. 

line  84  Adult  (include  young  adult  materials)  -  not  catalogued  - 
include  paperbacks  and  any  non-fiction  books  available 
to  the  public  that  are  not  catalogued.  If  adult  and 
juvenile  non-fiction  are  not  catalogued  separately, 
please  report  the  total  non-fiction  as  adult.  DO  NOT 
include  backlog  of  material  waiting  to  be  catalogued. 

line  85  Juvenile  -  catalogued  -  include  catalogued  paperbacks 
and  any  materials  designated  as  non-fiction  children's 
materials  and  counted  as  such.  Include  preschool 
materials  only  if  you  do  not  catalogue  them  separately 
from  the  children's  collection. 

line  86  Juvenile  -  not  catalogued  -  include  paperbacks  and  any 
books  that  are  not  catalogued  and  are  designated  as 
children's  non-fiction  materials  and  counted  as  such. 
DO  NOT  include  backlog  of  material  waiting  to  be 
catalogued.  Include  preschool  materials  if  you  do  not 
catalogue  them  separately  from  the  children's  collection. 

line  87  Preschool  -  include  catalogued  and  uncatalogued 
non-fiction  picturebooks,  and  beginning  readers  if 
counted  separately  from  the  juvenile  collection.  If  you 
do  not  catalogue  them  separately,  indicate  that  these 
are  included  in  the  juvenile  count  above. 
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3.     Other  Books:     DO  NOT  INCLUDE  BOOKS  ON  LOAN  FROM  ALBERTA  CULTURE 
AND  MULTICULTURALISM  LIBRARY  SERVICES 

Report: 

line  88  large  print  books   owned  by  the   library  or  on  permanent 

loan  from  a  regional  system, 
line  89  books    in    languages    other    than    English    owned    by  the 

library    or   on  permanent   loan   from   a   regional  system. 

Attach  a   list  of  the   languages  in  which  you  have  books 

with  the  numbers  of  books  for  each. 

PaRe  8    ANNUAL  REPORT  -  Fill  in  reporting  year  at  top  right  of  page. 


A.     Other    materials:       Include     only    materials     available    to  the 
public,  for  public  use  in  or  out  of  the  library. 

Report  numbers  of: 

line  90    Records  (sound  recordings) 

line  91    Audio     cassettes     for    example,     music     cassettes  (not 

including  ACMLS  talking  books) 
line  92    Talking  books   -   includes  commercial  books  on  tape  such 

as  Listen  for  Pleasure  tapes   (your  stock  only  -  do  not 

include  ACMLS  talking  books) 
line  93  Videotapes 
line  94  Videodiscs 
line  95    16  mm  Films 
line  96    8  mm  Films 

line  97    Microfilm  (number  of  titles)  -  newspapers,  periodicals, 

etc. 

line  98    Microfiche       (number       of       titles)       -  newspapers, 

periodicals,    or    items   which   form  part   of    the  public 

collection    in  fiche  format.     Does  not   include  library 

fiche  catalogues, 
line  99    Microcomputer  programs   -   include  only  programs  for  use 

by    the   public,    not    software    such   as   word  processing 

which  is  used  in  the  library  office 
line  100  Slides   -    include  slides   for  public  use,   not  publicity 

slides  for  library  use 
line  101  A/V   Kits   -  kits  which  include   filmstrips  or 

slides,    pamphlets    and/or    books    on    one    subject,  and 

which  are  boxed  together 


Subscriptions  (all  languages) 

If  your  library  subscribes  to  magazines  or  newspapers  in 
languages  other  than  English,  please  attach  a  list  of  titles. 

line  102  Magazines     -     Give     the    number    of     subscriptions  to 

magazines  held  by  your  library, 
column  1  Give  the  number  of  subscriptions  purchased 


-  13  - 


column  2  Give  the  number  of  donated  subscriptions.  Include  only 
magazines  which  are  mailed  directly  to  the  library. 

column  3  Total  columns  1  and  2  to  get  the  total  number  of 
magazine  subscriptions  held  by  your  library. 

line  103  Newspapers    -     Give    the    number    of    subscriptions  to 

newspapers  held  by  your  library, 
column  1  Give  the  number  of  subscriptions  purchased 
column  2  Give  the  number  of  donated  subscriptions.     Include  only 

newspapers  mailed  or  delivered  directly  to  the  library, 
column  3  Total    columns    1    and    2    to    get    the    total    number  of 

newspaper  subscriptions  held  by  your  library. 

6.     Audio  Visual  Hardware 

For  each  type  of  audio  visual  hardware,  give: 

column  1  The     number    of     items    held     in    the     library    as  of 

December  31  of  the  reporting  year, 
column  2  The  loan  period,  if  items  are  available  for  loan, 
column  3  The  rental  charge  if  applicable. 

column  4  To  whom  the  rental  charge  or  fee  is  charged  e.g.  to 
profit  or  non-profit  agencies,  or  both. 

line  104  Cassette  Players  (  audio  tape  players) 

line  105  Video  cassette  machines 

line  106  Microfiche  reader 

line  107  Microfilm  reader 

line  108  Microcomputers 

line  109  Cameras 

line  110  16mm  Projector 

line  111  8mm  Projector 

line  112  Screen 

line  113  Slide  Projector 

line  114  Filmstrip  Projector 

line  115  Other  (please  specify)  -  could  include  overhead 
to  projector,  record  player 

line  117 

9    ANNUAL  REPORT  -  Fill  in  reporting  year  at  upper  right  of  page. 
COMMENTS  AND  ACCOMPLISHMENTS 

1.     Summarize  the  ma^or  achievements  of  your  library  this  year. 

Here  you  have  an  'opportunity  to  report  on  what  happened  in  your 
library  during  the  reporting  year,  other  than  statistical  data. 
You  may  wish  to  include  information  on  renovations  or 
construction,  significant  changes  in  staffing,  successful  or 
unsuccessful  programs,  needs  assessment  and  plans  of  service 
completed,  fundraising,  or  other  projects  undertaken.  You 
should  also  summarize  and  highlight  any  interesting  statistical 
data  already  reported,  for  example,  circulation  reached  an  all 
time  high,  membership  decreased  by  10%  or  the  video  collection 
doubled  in  size. 
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If  more  space  is  required,  attach  an  extra  page. 

2.  For  the  benefit  of  the  Library  Services  Branch,  you  are  invited 
to  make  any  comments  or  give  any  information  about  your  library 
or  any  aspect  of  library  service  in  the  Province.  This  is  a 
"beefs  and  bouquets**  section  in  which  you  can  list  special 
concerns  about  library  systems,  Alberta  Culture  and 
Multiculturalism  Library  Services,  funding  etc.  If  you  have 
other  comments  to  make  or  information  to  give  which  did  not  fit 
under  any  of  the  other  reporting  categories,  do  so  in  this 
space.     If  more  space  is  required,  attach  an  extra  page. 

If  a  separate  annual  report  has  been  prepared  by  you  and/or  your 
Board  for  the  use  of  the  Board  or  the  public,  please  attach  a 
copy  of  the  report. 


DO  NOT  FORGET  TO  DATE  AND  SIGN  THE  BOTTOM  OF  PAGE  9. 

Use    the    date    on    which    the    report    was    completed,    and    give  the 

position    title,    e.g.    librarian,    board   chairperson,    of   the  person 

filling   out   the   report.     Print   the  name  under   the   signature  for 

clarification. 
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FILLING  OUT  THE  STATEMENT  OF  RECEIPTS  AND  DISBURSEMENTS 

The  Statement  of  Receipts  and  Disbursements  is  filled  out  and  signed 
by  the  library's  auditor.  The  librarian  and  library  board  can  assist  by 
having  all  financial  records  available  for  the  auditor  when  he  or  she  is 
ready  to  do  the  audit,  and  by  keeping  the  accounts  up  to  date.  A  list 
of  documents  required  for  an  audit  is  on  Page  3  of  this  Guidebook. 
Whoever  keeps  the  library  accounts  should  make  him/herself  available  to 
answer  the  auditor's  questions. 

You  have  been  supplied  with  two  copies  of  each  page  of  this  form.  One 
copy  is  to  be  used  as  the  working  copy,  the  second  should  be  completed 
and  forwarded  to  ACMLS  with  the  completed  application  package. 
Photocopies  of  the  finished  document  should  be  made  for  the  library's 
files,  and  for  your  regional  system  headquarters,  if  applicable. 

ACMLS  requires  that  this  form  be  used  by  the  auditor  approved  by  the 
municipal  council.  If  a  separate  audited  statement  is  filed,  this  form 
must  still  be  completed  by  either  the  auditor  or  the  Board  Treasurer. 

Since  the  completion  of  this  form  is  in  the  hands  of  the  auditor,  the 
librarian  should  ensure  that  the  auditor  is  aware  of  any  deadlines  for 
completion  of  the  form,  whether  set  by  ACMLS  or  the  library  board. 

Page  1    Statement  of  Receipts  and  Disbursements 

This  form  is  for  use  by  the  auditor  approved  by  the  municipal  council. 
First  fill  out  the  reporting  year  at  the  top  of  the  page.  Identify  the 
library  board  and  sign  the  statement. 

Page  2    Statement  of  Receipts  and  Disbursement  -  Receipts 
Fill  in  reporting  year  and  library  name 
Cash  balance  at  Beginning  of  Year,  January  1 
The  cash  balance  is  made  up  of : 

line  01  Cash  on  hand     -  Any  funds  held   in  petty  cash  or  in  your  daily 
float. 

line  02  TOTAL  in  Current  Bank  Accounts 
line  03  TOTAL  in  Savings  Accounts 

line  04  TERM  DEPOSITS  or  other  long  term  savings  vehicles 
line  05  Other    committed    funds    (trust    funds    and   bequests).      These  are 
funds    that    are    banked    separately    and/or   are    in   trust    for  a 
specific  purpose,    such  as   a  grant   for  a   literacy  project  or  a 
building  fund. 

line  06  TOTAL  OF   lines  01  to  05   -  This  figure  is  your  cash  balance  at 
the  beginning  of  the  year. 

Lines  07  to  24  below  list  the  library's  income  from  various  sources. 
All  categories  may  not  apply  to  your  library,  but  all  library  funding 
should  be  reported  here. 
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line  07  Local  appropriation  (contribution  of  Council  to  operation  of 
library)  Do  not  include  any  special  grants  for  capital,  or 
expenditures  made  directly  by  the  municipality  on  behalf  of  the 
library.  Monies  which  are  paid  back  to  the  municipality  in  the 
form  of  rent  should  not  be  included  in  the  figure  for  local 
appropriation,  and  will  be  reported  on  page  A  of  the  Budget 
form,  line  77. 

line  08  Provincial  grant  -  Enter  the  amount  of  the  grant  provided  by 
the  Library  Services  Branch  for  the  operation  of  the  library. 

line  09  Other  local  government  contributions  (If  you  are  not  a  city, 
town  or  village  library  board  please  proceed  to  line  11 
otherwise  continue  with  line  09) 

(a)  M.D.  or  County  (include  payments  from  Municipality  and /or 
Municipal  Library  Board)  This  line  refers  to  payments  from 
municipalities  other  than  your  own,  for  example,  if  a 
neighboring  town  without  a  library  subsidizes  your  library 
for  service  to  its  residents, 
line  10  (b)  I.D.,  Special  Area  -  Total  grants  to  your  library  by 
Improvement  Districts  or  Special  Areas  whose  residents  use 
the  library. 

line  11  (c)  Regional  Library  System  -  Total  grants  paid  to  the  library 

by  the  Regional  System  of  which  it  is  a  member, 
line  12  Legal    Resource    Centre    -    Applicable    only    to    libraries  which 

receive  funds  from  Legal  Resource  Centre  for  legal  resources, 
line  13  School  Board,  Recreational  Board 

line  14  C.R.C.  -  If  your  library  has  received  operating  funds  from  the 
Community  Recreation  and  Culture  Program  (CRC)  in  the  reporting 
year,  enter  the  amount  here, 

line  15  Employment  Programs  -  Total  revenues  from  employment  grants  such 
as  P.E.P.,  S.T.E.P.,  or  S.E.E.D. 

line  16  Other  Grants  (please  specify)  -  This  category  could  include 
capital/special  time-limited  (ie.  money  over  and  above  the 
annual  appropriation)  grants  from  the  municipality,  provincial 
grants  such  as  Community  Facility  Enhancement  Program  (CFEP)  or 
CRC  capital  grants,  literacy  grants  from  Advanced  Education, 
grants  from  the  Alberta  Foundation  for  the  Literary  Arts,  or  any 
other  grants  which  have  not  been  reported  above. 

line  17  Donations  (private  monetary  contributions  and  results  of 
fundraising  activities) 

line  18  Book  Sales  -  Total  revenues  raised  by  the  sale  of  discarded  and 
unwanted  books  and  materials. 

line  19  Fees  and  fines  (membership  fees,  fines,  non-resident  fees  or 
deposits)  -  Total  amount  from  membership  fees  and  overdue  fines, 
and  from  refundable  deposits  charged  to  non-resident  members. 

line  20  Room  rentals  -  Applicable  only  to  libraries  which  rent  out  rooms. 

line  21  Programme  Revenue  (receipts  from  programmes  sponsored  by 
library) . 

line  22  Other  service  revenue  (e.g.  photocopier,  equipment  rentals), 
line  23  Interest  -  Report  total  interest  from  bank  accounts  or  long  term 
investments . 

line  24  Other  income  -  Report  any  revenues  which  do  not  fit  into 
categories  above.    List  the  sources  of  these  revenues. 
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line  25  TOTAL  CASH  RECEIPTS  (add  lines  07  to  24  inclusive) 
line  26  TOTAL  CASH  TO  BE  ACCOUNTED  FOR  (add  lines  06  and  25)  This 
figure  represents  the  total  of  monies  carried  over  from  the 
previous  year,  and  raised  during  the  current  year,  thus  giving 
the  total  amount  available  for  expenditure  during  the  reporting 
year . 

Page  3  Statement  of  Receipts  and  Disbursements  -  Fill  in  reporting 
year  and  library  name  at  upper  right. 

CASH  DISBURSEMENTS 

Staff 

line  27  Salaries  and  benefits  - 

line  28  Honoraria  (volunteers)  -  honoraria  paid  to  library  board  members 
will  be  reported  on  line  39.  Include  here  only  honoraria  paid 
to  library  volunteers. 

line  29  Moving  expenses  -  If  your  library  pays  moving  costs  incurred  by 
new  staff  in  moving  to  your  community,  include  the  costs  here. 

line  30  Course  or  conference  fees  -  Give  the  amount  up  to  which  library 
staff  was  subsidized  for  attendance  at  conferences  or  library 
related  course.  Costs  of  board  attendance  at  such  events  will 
be  reported  on  line  39. 

line  31  TOTAL  STAFF  EXPENSES  (add  lines  27  to  30) 

Materials 

line  32  Books  (include  freight  and  purchased  cataloguing  costs) 

line  33  Periodicals  and  Newspapers 

line  34  Audio-visual  materials  and  micromaterials  - 

Include   purchase   costs    of   video  and   audio  cassettes,  records, 

computer  software  for  public  use,  films,  filmstrips  etc. 
line  35  Binding  and  repair  -  Report  bindery  charges  and  costs  of  repair 

materials  such  as  glue  or  library  tape, 
line  36  Legal   Resource   Centre  materials    (purchases  made  with  grant)  - 

See  line  12  above  and  report  only  expenses  related  to  this  grant, 
line  37  TOTAL  MATERIALS  EXPENSE  (add  lines  32  to  36) 

Administration 

line  38  Audit  -  Give  the  cost  of  the  library  audit  for  the  reporting 
year. 

line  39  Board  expenses  (including  honoraria,  travel,  course  and 
conference  fees)  -  If  your  library  pays  its  board  members  a 
monthly  or  yearly  honorarium,  travel  allowance  or  reimburses  for 
other  expenses  such  as  course  or  conference  fees,  include  the 
amount . 

line  40  Equipment  rentals  and  repairs  -  Include  here  costs  of  renting  or 
leasing  photocopiers,  computers,  typewriters  etc.,  and  costs  of 
repairing  same. 
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line  41  Legal  fees,  bank  charges,  refunds  and  deposits  -  Bank  charges 
could  include  interest  charges  on  overdrafts,  account 
confirmations  for  the  auditor,  charges  for  N.S.F.  cheques,  etc. 
Refunds  and  deposits  refers  to  refunds  of  membership  fees  or 
deposits  as  listed  under  revenue  on  line  19. 

line  A2  Library  supplies  -  Include  costs  for  supplies  which  are 
specifically  for  library  use,  e.g.  membership  and  book  cards, 
book  pockets,  plastic  jackets  etc.  General  office  supplies  such 
as  letterhead,  envelopes,  staples,  or  photocopier  paper  will  be 
reported  under  Stationery  on  line  47. 

line  43  Memberships  -  Refers  to  fees  for  membership  in  library 
associations,  chambers  of  commerce  etc.  If  your  library  pays 
for  staff  memberships  in  such  organizations,  include  those  costs 
here. 

line  44  Postage  and  Box  Rental 

line  45  Program  expenses  (including  publicity  and  advertising,  rental  of 
supplies,  volunteer  appreciation,  artists'  fees).  Costs  of  film 
rental,  and  fees  for  author  readings  or  entertainers  are 
included  here. 

line  46  Rent  (to  private  landlord)  Rent  paid  to  the  municipality  will  be 

reported    on   page   4    of    the   Budget   form,    line   77.     Line  46  is 

applicable  only  for  libraries"  which  rent  non-municipal  space, 
line  4  7  Stationery,  printing  and  copier  supplies  -  Give  costs  of  general 

office  supplies,  including  computer  supplies, 
line  48  Telephone    and     telecommunications     -    Telephone    and  facsimile 

machine  rental  and  installation,  line  and  toll  charges, 
line  49  Travel  and  hospitality  (staff)  -  Include  travel  costs  for  buying 

trips  or  meetings,   and  for   library  supported  staff  events  such 

as  staff  lunches  or  Christmas  parties, 
line  50  Other    materials    and    supplies    -    This    category    could  include 

operational   computer  software  (not  for  public  use)  and  costs  of 

any  administrative  items  not  described  above, 
line  51  TOTAL  ADMINISTRATION  E3CPENSE  (add  lines  38  to  50) 

Page  4  Statement  of  Receipts  and  Disbursements  -  Fill  in  the 
reporting  year  and  the  name  of  the  library. 

BUILDING  MAINTENANCE 

line  52  Insurance 

line  53  Janitorial  and  maintenance  (janitorial  service  and  supplies, 
maintenance  and  minor  repairs  to  building  and  grounds).  Includes 
small  paint  jobs,  such  as  painting  of  the  children's  section. 

line  54  Utilities 

line  55  TOTAL  MAINTENANCE  EXPENSES  (add  lines  52-54) 
TRANSFER  PAYMENTS 

Transfer  to  other  library  boards  (specify  boards)  This  category  also 
includes  payments  for  regional  library  system  membership,  which  is 
calculated  on  a  per  capita  basis,  and  payments  for  services  received, 
where  one  library  may  pay  another  for  cataloguing  and/or  processing 
services,  which  might  be  calculated  on  a  per  item  basis. 
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line  56  TOTAL  TRANSFER  PAYMENTS  TO  OTHER  LIBRARY  BOARDS 
line  57  TOTAL  OPERATING  EXPENDITURE  (add  lines  31,  37,  51,  55  and  56) 
line  58  DEBENTURE     INTEREST     AND    PAYMENTS    -     If     your     library  makes 
payments  on  a  debenture,  enter  the  total  annual  amount  here. 

CAPITAL  EXPENDITURES 

line  59  Art  -  Refers  to  cost  of  art  purchased  for  enhancement  of  the 
library  building. 

line  60  Building  repairs  and  renovations  (major  renovations  or  repairs 
such  as  roof,  carpet,  partitions)  -  Also  includes  major  painting 
jobs,  such  as  whole  interior  or  exterior  of  library. 

line  61  Furniture  and  equipment 

line  62  Other  (please  specify)  -  Any  capital  expenditures  not  described 
above . 

line  63  TOTAL  CAPITAL  EXPENDITURE  (add  lines  59  to  62  inclusive) 
line  64  TOTAL  CASH  DISBURSEMENTS  (add  lines  57,  58  and  63) 

Cash  balance  at  end  of  reporting  year 

lines  65  to  70  Report  actual  cash  balance  at  year  end.     This  total  will 

be  transferred  to  the  first  page  of  the  Budget  form, 
line  71  TOTAL   CASH   ACCOUNTED   FOR    (add    lines    64    and    70)   The  total  on 

this    line    should    equal   the  TOTAL  CASH  TO  BE  ACCOUNTED  FOR  on 

page  1,  line  26  of  this  form. 

Page  5  Statement  of  Receipts  and  Disbursements  -  Fill  out  the 
reporting  year  and  library  name  at  top  of  page. 

SUMMARY  OF  CASH  RECEIPTS  AND  DISBURSEMENTS 

Enter  the  reporting  year.    Insert  the  totals  as  indicated. 

Page  6    Statement  of  Receipts  and  Disbursements 

EXPENDITURES  MADE  DIRECTLY  BY  MUNICIPALITY  ON  BEHALF  OF  LIBRARY 

Figures  entered  on  this  page  should  not  be  entered  anywhere  in  pages  1 
to  5.  These  are  only  costs  paid  directly  by  the  municipality  on  behalf 
of  the  library.  You  will  have  to  contact  your  municipal  administrator 
or  treasurer  to  obtain  this  information,  and  he  or  she  is  required  to 
sign  and  date  the  bottom  of  this  page. 

When  this  statement  form  has  been  completed,  the  original  should  be  sent 
with  other  grant  materials  to  ACMLS.  Keep  a  copy  for  your  own  files, 
and  if  you  belong  to  a  regional  system,  send  one  copy  to  system 
headquarters . 
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FILLING  OUT  THE  BUDGET  FORM 

This  form  reports  the  budget  approved  by  your  Library  Board  for  the 
current  operating  year.  If  your  funding  request  to  the  municipality  has 
not  yet  been  approved,  indicate  that  this  is  a  proposed  budget. 

You  have  been  supplied  with  two  copies  of  each  page.  Remove  the  top 
copy  to  be  used  as  a  working  copy.  The  second  should  be  typed  or 
printed  clearly  and  forwarded  to  ACMLS  with  the  completed  application 
package. 

You  are  asked  to  give  actual,  audited  figures  for  the  previous  year's 
operation,  as  well  as  your  budget  for  the  current  year.  You  will  want 
to  use  your  previous  year's  audited  statement  for  information.  The 
categories  on  the  Budget  form  are  the  same  as  those  on  the  Statement 
of  Receipts  and  Disbursements  so  that  the  figures  for  the  two  years  can 
be  compared.  Instructions  for  the  Budget  form  are  the  same  as  for  the 
Statement  of  Receipts  and  Disbursements  except  that  the  figures  are 
estimates. 

If  the  information  is  not  available  on  the  current  year's  provincial 
grant  (line  08),  base  this  figure  on  the  previous  year's  per  capita 
grant  level.  All  other  budget  figures  are  based  on  figures  developed  by 
the  board  and  the  librarian, 

CONCLUSION 

The  forms  required  from  your  library  by  the  Library  Services  Branch 
ensure  that  all  legal  reporting  is  complete.  The  forms  are  also 
designed  to  assist  your  board  in  clarifying  its  budgeting  process  and  in 
collecting  important  statistics.  If  you  have  any  comments  or  questions 
about  the  forms  or  the  grant  application  process,  please  contact 

Alberta  Culture  and  Multiculturalism 
Library  Services  Branch 
16214  -  114  Avenue 
Edmonton,  Alberta 
T5M  2Z5 


Telephone:  (403)  427-2556 
Fax:     (403)  422-6519 
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